APPLICATION FOR RECORDS DISPOSITION STANDARD

/ B
INSTRUCTIONS: Prepare in duplicate and forward to the Records Management Analyst, Management Systems Division i
3. Depr, Division, Sulxlivision & Administering Office Address L FOR RECORDS MANAG:EMENT DIVISION USE
! ' . Date Recaived Application No. Date Compteted

4. Person 1o Contact - | s Working Tie  Manager of

7.

Department of Finance and Administration . ' 7 -\ AUG 8 1978
Division of Contracts and Procurement JuL 3_’ 1978 9 \l?_. .
Peachtree Summit, 401 W. Peachtree St. NE 1. Application 2. Dept. Application No.
Atlanta, Georgia 30308

P

‘E. TI'Tlren:lhom Number
Procurement Administration| 586-5143

= Lot ey

Allan B. Johnson, Jrﬁ.)

A.ction ﬁ-euuested

a. X Establish Retention Schedule; record will continue to accumulate,
br. [ Dispose of present accumulation; no further accumulation anticipated. .
c. [0 Amend Application No. . Check One: [J Change; (1 Supercede; [J Void
8. Dates of Series | 9. Records Series Title (foﬂow;d by title used in office; if different)
Eartes! Latest Procurement Original Executed Contracts Files
1972  [Present_ \ B e
10. Division and Office Function What is the function of the Division and the Office in which this record series is created?

The Division of Contracts and Proturement is responsible for developing, maintaining, and_}
implementing Authority-wide purchasing procedures, consultant selection procedures, cen-
tralized contracting procedures, and all competitive bidding on contracts under MARTA Act.

Specifically, the Division is responsible for the purchase of bus parts, materials and ser-
vices for transit operations; purchase of office supplies, furniture, equipment, miscel-
laneous services and concessions; administrative management and documentation for all
consultant, construction and demolition contracts and federally-funded procurements; main-
tenance of all official contract files, bidder's lists, vendor file directories, contract
lists, and related special reports. The Division is responsible for the retention and
maintenance of all contracts and related contract documents so that they are available for
audit and periodic review. ; '

11. Record Series Descri-plion This file comains the following documents {include form numbers and titles, if any):

 Included are: Original contracts executed by MARTA and the vendor.

Attach samples of the file.

Documents relating to: Executing ‘“ - contractslto provide specific opei:ational_
items to the Authority. ’

File is arranged: Alphabetic'ally by contractor name, then in Contract
Proposal number sequence within contractor.

12. Monthly Reference Rate How often 5re records referred to which are:
One to six months old __ir_ 11_0_ ; Seven 10 twelve months old l_ - 5 ; Thirtesn to twenty-four months old 0 = l :
twenty-tive months and older _0 R

 EEX I_\';\;u;r@éﬁxccumulation of Records

T - — .

Letter-size drawers

— —-; Legal-size drawers e s Shelves 2 : ; Other fspecify . | N L .
' . ““ D . P

© 3012 (3/76)




| YES | NO | 14. Questionnaire (Place an )q in the proper column) o . A
a. Is this the official copy of the senes? .
X __tnot, where i it? | R - e ]
b. Does lhe senes contain confudentlal mlormatmn requiring security handlmg? " ves cne Taw or fegulation.
X — S
S P L is thls‘q!vnglrecpd?' e o e ____WL;_ e
X 1h l')m-'s eTnF fn": h.\w' hl';lnr ical o long wermoesemch vilue? -
< it When o on twn doe tynyts o the Bitee make o1 oecessany Lo ke the r!lllI.H' Diles Ton o bomygg poesn i), comabed 1hwesses chocumonets e
scheduled separatelyr‘ )
X ] {- tsthe informatian contained in this series sver published? If yes, attachcopy. ~ "7~ N
( 9. Is the inforimation conteined in this series ever snalyzed and/or recorded inf @ summarized repart? T T e
X |f ves, attach copy.
- - h |s Jl-e‘reJa auplucatton of this senes l‘r;;t—)ur-bﬁlc‘emor Tn‘a_;\mher ofhcé—o‘ra‘geir:c:y'?’» T Ty T T T
X if ves, where?
i X 1“15 thns series for a ma;or eomon of it} regularly mic;;h'imed'f:“i ‘_jy—k_f_:::iﬁ:i N :—— ) T
i_x i. Does lht!_t&g?:giejl?s rébult in a computer p','[‘l‘?‘ﬂ?___,n___ . e i . jv Hj mm_:j
15. Retention Requirements The following requires the series to be kept: ]

a. State Law
b. Statute of limitation

c. Federal law

—— . ____. Years.
— —. years.
.. Years.

d. Audit period
e

) .
Adminisirative need

f. Federal retention instructions

——— . Years. .

——— e o YEATS,

vears

Ue Wﬂu 2(:::& m/zm,n?d

umia £ o.

16 Approved DuspOsuuon Instrucnons

Attach copy or excert of laws or regulations. Explain administrative need.

3/i/m

m L.D-4]

e — e en o]

This agency recommends 1hal the hle series he rul off at the end of each:

'Hold in the current flles area one year after contract completion or as

1] Calendta Year; | Fiscal Year: D& Other v Y Mhﬁf‘ e e then,

—_— e monthls) ______ ___ __ yearis); then

{J Hold in the current files area
{J Transfer to local hoiding area; hoid
{J Transfer to State Records Center; hoid
3 Destroy. .
O Transfer to State Archives f6r permanent retention. C
M Other (Specify)

- yearls}; then

year(s}: then

determined by thne Manager of Procurement Administration.

Then: transfer to Authority Records Center,
completion of MARTA project.; then destroy.

Hold for three years past

These instructions apply to all prior and future accumulations ol 1he series

{Indicate brielty rationale for recommendation. above/or wiite addimonal remarks):

17. APPROVALS
| Approved ~ Dapartment Hecords Managament Officer Date I

“Approved

epart

D';”’"— i T, T T e e e e
o QAFITA Managerment Advisory Committes

Racords Oote

/ "Approved

[ Wem;m Anﬂlvs;_'"_
a b '




